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Agency Division/Unit

Maryland Environmental Trust

Item Description Retention

No.

1 ACCOUNTING RECORDS A. Retain for ten (10)

A. Special Accounting Records
Auditors

B. Budget and Fiscal Planning Records
Approved budget and budget amendments

Private Checking Account

State funds
2. Deposit records

Reports of audits conducted by the Legislative or DNR

C. Related to non-State funds (a/k/a private gift funds) and

1. Reports of audits, compilations or reviews of non-

years and until all audit
requirements have been
fulfilled, then destroy.

B. Retain for three (3)
years and until all audit
requirements from last
Legislative Audit have
been fulfilled, then
destroy.

C. 1. Retain for ten (10)
years on site then
destroy.

2. retain for five (5)
years on site then

destroy
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_Maryland Environmental Trust
Item Description Retention
No.

D. Documents relating to endowment funds and other
permanently-restricted funds (such as (1) Dillon
endowment, (2) Rural Legacy Fund, (3) federally-
funded grants or contracts that contain restrictions)
(includes original documents containing restrictions on
the gift and banking statements)

E. Miscellaneous Accounting and Purchasing Records
(including Accounting Records for reimburseable
grants that are state or federal funded) for Other Than
Computer Equipment and Purchase of Land or interest
in Land

Bank statements, Check Copies

Delivery Orders and Receipts

Fuel Charges and Mileage Reports

Paid Bills and Invoices

Periodic Financial Reports (Close Out Time Sheets,
Spending Forecast, Agency Budget Report, Expenditure
Detail, Encumbrance, Revenue Detail Report, Revenue
Status Report)

Receipt Copies and Stubs

Corporate Card Bills, logs, and backup documentation
Renewable Licenses, Memberships & Subscriptions
Requisitions, Purchase Orders & Receiving Reports (for
other than computer equipment) '

F. Miscellaneous Accounting, Purchasing and Leasing
Records for Computer Equipment (computer, printer,
scanner)

G. Miscellaneous Accounting and Purchasing Records for
Purchase of Land or interest in Land

D. Retain item (3) for seven
(7) years after termination
and then destroy. Retain
items (1) and (2) permanently
(transfer to State Archives
after 15 years) . Retain bank
statements for seven (7) years
and then destroy.

E. Retain for five (5) years
and until all audit
requirements have been
fulfilled, then destroy.

F. Retain until equipment is
no longer in service, then
destroy.

G. Retain for five (5) years
and until all audit
requirements have been
fulfilled, then destroy.
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Item Description Retention
No.
2 CORRESPONDENCE
A. Paper

Chronological arrangement of copies of outgoing letters,
thank you letters, memorandums and other correspondence
related to the activities and functions of the Maryland
Environmental Trust. Includes paper/printed emails.

NOTE: periodically remind staff that after three years,
correspondence in chron file (item 2A) will be destroyed, and to be
sure to put all correspondence that requires permanent retention into
easement file folder.

A. retain for three years and
until all audit requirements
have been fulfilled, then
screen annually and destroy
material that is no longer
needed for current business
with the following exception:
transfer to the Maryland State
Archive for permanent
retention any material that
serves to document the origin,
development and
accomplishments of the office
and has continuing
administrative, fiscal, legal or
historical value.
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2 B. Electronic a/k/a email that is not printed on paper B.retain for three (3) years

and until all audit
requirements have been

longer needed for current
business with the following
exception: transfer to the
Maryland State Archive for
permanent retention any
material that serves to
document the origin,
development and

and has continuing

historical value.
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Agency Division/Unit
Maryland Environmental Trust
Item Description Retention
No.
PERSONNEL/HUMAN RESOURCES FILES
3

A. For active employees:

Includes copies (originals are maintained at DNR HR) of all
employment-related information and documents maintained
on MET employees: timesheets (if any), grievance files
(pertaining to 1%, 2" and 3™ step grievances), employee
assistance program files (concerning referrals made by
supervisory personnel for employees accepting or rejecting
these referrals to the Employee Assistance Program),
worker’s compensation First Report of Injury reports

. For inactive employees:

Includes copies (originals are maintained at DNR HR) of all
employment-related information and documents maintained
on MET employees: timesheets (if any), grievance files
(pertaining to 1%, 2" and 3™ step grievances), employee
assistance program files (concerning referrals made by
supervisory personnel for employees accepting or rejecting
these referrals to the EAP), worker’s compensation First
Report of Injury reports

. Vacancy Fill Request files - includes copies (originals are

maintained at DNR HR) of:

1. all information and documentation (including interview
forms but not resumes and applications) used in filling
vacant positions in accordance with State of Maryland
rules and regulations.

2. resumes and applications used in filling vacant
positions in accordance with State of Maryland rules
and regulations

A. Retain for duration of

employment, then
retain in accordance
with retention listed
in 3B of this schedule

. Retain for five (5)

years after employee
departs, then destroy

1. Retain for one (1)

year after filling the

then-vacant position,
then destroy.

2. Retain for one (1)
year after filling
the then-vacant
position, then
destroy.
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Maryland Environmental Trust
Item Description Retention
No.
3 D. Copies (originals are maintained at DNR HR) of Personnel D. Retain for one (1)

[D number (PIN) and Department of Budget and
Management Office of Personnel Services and Benefits
Annual Report

E. Copies (originals are maintained at DNR HR) of Listing of
Position Detail by Unit/Program/Subprogram/Salary
Forecast

F. Contracts with the following: long-term contractual
employees, workers provided via a “temp service”, seasonal
employees, consultants, interns

year and until all
audit requirements
have been fulfilled,
then destroy

E. Retain for one (1)
year and until all
audit requirements
have been fulfilled,
then destroy

F. Retain for one (1)
year after end of
employment, then
destroy

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2804

Page 7 of 13

Agency Division/Unit
Maryland Environmental Trust
Item Description Retention
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4 GRANTS AND CONTRACTS

A. Coastal Zone Management Program

B. Keep Maryland Beautiful Program; Bill James Grants;
Dillon Award; Jan Hollman Award

C. Rural Historic Village Protection Program (inactive)

D. Contracts with vendors, consultants (not human
resources-related)

E. MOUs

A. Retain for five (5)
years after final grant
report received and
acknowledged and
until all audit
requirements have
been fulfilled, then
destroy

B. Retain for three (3)
years after final grant
report received and
acknowledged and
until all audit
requirements have
been fulfilled, then
destroy

C. Transfer annually to
State Archives;
previous years on file
at Maryland State
Archives T3625

D. . Retain for three (3)
years and until all
audit requirements
have been fulfilled,
then destroy

E. Retain for three (3)
years and until all
audit requirements
have been fulfilled,
then destroy
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4 F. Service & maintenance agreements, leases, automobile titles etc. F. Retain until
related to vehicles in MET’s fleet, whether owned by MET (if any) vehicle is no longer
or by DNR in service, then

destroy
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